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Helping you to have a great year!

Page 3

Hello! Welcome to
‘My Year – My Success’, the 
performance management 
and personal development 
tool all rolled into one.

Manager Signature:

Employee Signature:

Our Pledge
We’re committed to following the HELM 6* 
HR Code of Practice. This means, through our 
people practices, we aim to:

• Lay solid foundations 

• Hire the best people to work with us

• Maximise the engagement of our people

• Facilitate exceptional performance 

• Create the right conditions for high 
motivation

• Support & enable inspirational leadership

Why have we made this commitment? 
Because we value our people, and we 
recognise that the success of this company 
relies on the fantastic contribution made by 
every single person in our team. YOU are an 
important member of that team. Please help 
us by supporting our vision, by mirroring our 
values, and by being the best you can be.

Thank You

As a member of our team, we want you 
to have every opportunity to thrive at 
work and to be happy. 
With this in mind we’re using the ‘My 
Year-My Success’ workbook, which has 
been designed so that you’ll be able to:
• Focus on YOU, YOUR career and YOUR 

aspirations

• Develop professionally and personally

• Keep on track and in line with company aims

• Gain a real sense of purpose

• Be the best you can be

• Feel in control of your own future

• Enjoy your work

Have a BRILLIANT YEAR!
“Balance is not 
something you find. 
It’s something you 
create.”

Balance in our lives is crucial. It’s 
important on so many levels, and any 
imbalance can soon show itself in our 
physical or emotional wellbeing. 

Your job and your work overall, should 
be a positive influence in your life,
sitting comfortably alongside,
and supporting the many other
areas that make up YOUR life.

Keeping a check on your
own life balance will be
useful. Use the wheel
below throughout
the year to assess
your own balance.
0 is the lowest
score for balance,
10 is the highest.
Are your balance
scores where
you want them
to be?
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How much do you actually know about the company you’re working for?
Understanding what makes it tick will make your job a whole lot easier and more worthwhile.
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In a nutshell, what does the company do?

What’s the Company Mission 
Statement or Vision?

If somebody asked you to describe the 
company, what would you say?

Code of Conduct

We expect everyone employed by the company to carry out 
their work according to their job description, contract of 
employment and company policies whilst following our code 
of conduct:

• Show respect and 
support for colleagues, 
management, 
customers, suppliers & 
visitors

• Be accountable for own 
decisions & actions

• Accept and support our 
position as an Equal 
Opportunities employer

• Show integrity and 
professionalism

• Be friendly and courteous

• Support and contribute 
towards a harmonious 
workplace

• Be conscientious

• Respect and comply with 
the rules & regulations of 
the company

• Act in accordance with 
the law

• Positively represent the 
company

• Behave appropriately

• Actively support the 
ethos, values & culture of 
the company

• Do the right thing 

• Support the aims of the 
company

• Protect the standards 
and reputation of the 
company

We’re determined to keep an 
organised, profitable, respectful 
and harmonious workplace for 
everyone. We ask for your help 
and complete co-operation with 
this. Thank You.

Please remember that 
our code of conduct and 
company regulations also 
apply when any work 
related activities take place 
outside of normal working 
hours, or off site.

Let’s make our workplace a
great place for everyone.

Be Respectful, Be 
Considerate, Be Nice.

We have ZERO 
TOLERANCE on bullying & 
harassment.

If you see or experience 
Bullying or Harassment, 
please report it.

We will LISTEN, we will 
ACT, we will CARE.

ZERO 
TOLERANCE

Make a note of key facts & figures 
about the company:

What are the Company values?



Focus on You
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Now it’s your turn. Let’s put the 
spotlight on you for a while. 
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Which of the following 
statements apply to you? 

This job will help me 
financially

This job is an important 
step in my career/life plan

This job will allow me to 
learn new skills

This job gives me the 
challenge I need

This job gives me a good 
work/life balance

This job will allow me to 
achieve my dreams

This job is a stepping 
stone to something else

This job gives me the 
status I require

This job gives me a real 
purpose

This job allows me to get 
out and meet people

This job helps to build my 
confidence

This job enhances my life

There is a difference between what 
you do every day and why you do it.

For example, if kitchen porters 
merely focus on piles and piles of 
dirty dishes, they will just feel as 
though they’re at the bottom of the 
pile.

BUT, if they focus on the positive 
effect they are having on a business 
by helping service flow easier, 
maintaining hygiene ratings, and 
preserving the reputation of the 
business, then they will recognise 
their own value and feel more 
positive as a result.

What’s the PURPOSE in your job? 
What EFFECT do you have on the 
company?

What’s the PURPOSE of 
your job? What EFFECT 
does it have on the 
company?

My Year – My Success isn’t 
just about managing your 
performance; it’s also about 
helping you with your own 
personal development.

Take some time to think about 
you for a change. Focus on what’s 
important to you; where you are 
now, and where you’d like to be.

“Most of us live our lives 
by accident. We live it as it 
happens. Fulfilment comes 
when we live our lives on 
purpose”.

Simon Sinek

Cast your mind back over the past few 
years. What have been your three biggest 
achievements?

Focussing purely on your 
working life for now; what 
would you most like to 
achieve in the next 12 
months?

Imagine yourself in three 
years’ time. From a working 
perspective, describe what 
do you see?

Have a think about who has been the 
biggest inspiration in your life? Make a note 
of how and why they inspired you:

Focus on your achievements for a while and the 
feelings that are generated when you think about 
them. Carry those feelings with you. It’s important 
to fully acknowledge your achievements and not 
just run headlong into the future.

We all have a range of personal qualities and skills which we take 
into the workplace. Make a list of your own qualities and skills. 
Go on. Don’t be shy. It’s important you recognise them.

What really motivates you at 
work?
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The Positive Employee
It’s widely known that Positive Employees are happier in their 
work. We want you to be happy, so let’s get positive.

Training, Learning & Development
Training, learning & development (TLD) can take many forms. It will more often than not be employer 
led, but you might also choose to carry out some learning and development activities yourself.
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FANTASTIC IS THE NEW AVERAGE
 Be average and you will feel average, but who wants to feel 

average?? Feel fantastic by being fantastic. 

Qualities of a Positive 
Employee: 

• Enthusiastic

• Honest

• Responsible

• Accountable

• Respectful

• Positive attitude

• Willingness to learn

• Loyal

• High standards

• Trustworthy

• Professional

• Attention to detail

• Friendly 

• Helpful

• Flexible

• Conscientious

• Goes the extra mile

• Considerate

• Service driven

• Open minded

• Strong personal values

• Sees the value in a smile

How do you benefit by being 
a positive employee?

How do you think it helps the 
company to have positive 
employees?

Come on, be honest. How 
did you score on the positive 
employee scale? How many 
traits do you recognise in 
yourself from the list?

Below 10: Ouch!! What’s 
holding you back?

11-18: Great. You’re getting 
there. Please keep going

19-22: FANTASTIC!! What a 
brilliant role model.

What do you enjoy most 
about your job?

Date TLD ReceivedDate TLD Received

Any training, learning or 
development opportunity is 
NEVER wasted. It’s brilliant 
for the brain, which thrives 
on new information to keep 
those cells healthy, and it’s 
great for you too: 

• you’ll grow in confidence

• your self-esteem will get 
a boost

• those feel good 
endorphins get busy

• your opportunity pool 
grows

• your personal value will 
increase

• your CV will benefit

• your mind broadens

• you’ll develop new 
interests

• Your skill set develops

• Your overall health & 
wellbeing benefits

“The greatest danger for 
most of us is not that our 
aim is too high and we miss 
it, but that it is too low and 
we reach it.”

Whatever training you undertake, or learning and 
development opportunities you have; make a note of 
them. You’ll be surprised how they soon build up over 
the year. Also, having evidence of TLD will be useful for 
you during your performance reviews, and when you’re 
setting future goals.



Health & Wellbeing
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Your health & wellbeing is so important and needn’t be put on hold just because you’re at work. 
We’re committed to encouraging a healthy team.
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“I’m so busy, I’m so stressed” Busy Busy Busy, Stress Stress Stress.

We hear it all the time. Life these days is lived at such a frantic pace, as 
we’re constantly connected, wired up, plugged in, sending information, 
receiving information, rushing here, rushing there, pulled from pillar to 
post, juggling personal lives, family lives, work lives, chasing deadlines, 
fighting the clock, battling timetables, tearing up the miles, the list just 
goes on and on.

Short term or infrequent bouts of stress is a part of life, and in certain 
situations it can be necessary. Feeling stressful over long periods of 
time though, is far from helpful and can increase the risk of developing 
conditions such as anxiety and depression; or make existing conditions 
even worse. Learning to recognise and manage stress effectively is 
hugely important to your overall health & wellbeing.

What steps are you going to take to keep 
yourself healthy and well at work?KEEP 

HYDRATED
MAKE 
HEALTHY 
FOOD 
CHOICES

CONTROL 
STRESS

KEEP MOVING TAKE A 
BREAK

INTEGRATE 
WITH 
OTHERS

Top Tips for 
reducing stress in 

the workplace:

• Identify the triggers

• Recognise the symptoms

• Learn stress 
management techniques

If your work 
is causing you 

unreasonable or 
prolonged levels 
of stress; please 
speak with your 

manager

Top Tips for 
keeping healthy in 
the workplace:



Performance Management
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Performance Management is a critical two way process between employees and management.
It has a fundamental effect on the operation of a business and the performance of its staff.
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There are many benefits of 
an effective performance 
management process. For 
you, this can include:

• Time for you to ‘drop 
anchor’ for a while, 
to focus on you, your 
performance, your job 
and your future

• Keeping you on track 
and performing at the 
required standard

• The chance to identify & 
discuss training, learning 
and development needs

• The opportunity to 
consider potential, future 
goals & aspirations

• A chance to address 
any issues, obstacles or 
problems you might be 
experiencing

• Keeping you engaged, on 
board and motivated

• Maintaining a healthy, 
positive working culture

• Maximising healthy 
communication and 
working relationships 
with supervision and/or 
management

Performance Management? What’s It All About?

Performance Management is a strategic business function, 
which has a fundamental effect on the operation and success 
of an organisation. Performance Reviews, or appraisals, are 
just one part of that function. 

Often in the format of an annual appraisal, performance 
reviews basically work to ensure employees perform as 
expected. However, a highly effective performance review 
process takes a much wider view, and keeps the employee fully 
involved in its function.

We’ve chosen to use Quadrant, which drives the dreaded 
annual appraisal out of the water, and adopts a year round 
approach. It provides every opportunity for you to be the best 
you can be, while fulfilling your own goals.

Review Due Completed

Primary Review

Month 3 Vitals Review

Month 6 Vitals Review

Month 9 Vitals Review

YOUR PERFORMANCE REVIEWS

Basically, throughout the year, you’ll have a number of scheduled discussions (reviews), 
with your line manager. This might be a 15 minute ‘vitals review’ or a more detailed 
discussion.

Reviews should always be a two way conversation based on honesty; and they’re 
definitely not meant to make you feel as though you’re sat in front of your head teacher 
waiting to be told off!!

Your reviews won’t be just a ‘tick in the box’ exercise; and you’ll be involved every step 
of the way.

Your reviews will always consist of two core elements. This will involve reviewing your 
performance, and agreeing action points for the future.

Performance

Your performance will be assessed against 
company aims & objectives, departmental 
goals, and your own job description.

You’ll discuss how you’re progressing with 
any action points that were previously 
agreed with you, and also examine any 
obstacles to that progress.

Your achievements and accomplishments 
will be acknowledged; and you’ll be able to 
discuss 

what you enjoy about your job and also what 
motivates you.

Any challenges you’re facing will be 
addressed, and if there is anything specific 
which is holding you back; or that you’re 
concerned about, this too can be discussed.

Changes that might occur within the 
company; or with your own development, 
aspirations and circumstances; could mean 
that modifications may need to be made 
to your role. Considering this during your 
review, will help to establish if your role still 
matches your own expectations, and also 
those of the company.

Future

Using the information highlighted during your 
review, along with the notes made during 
your preparation; this is where you agree 
goals and action points for the future.

These may be based around performance 
improvement or performance maintenance; 
but can also include identified training needs, 
personal development, career progression 
and aims & opportunities.

The goals and action points may require an 
immediate response, or they may have short, 
medium and long term timelines.

Whatever goals or action points are agreed, 
they should always be specific, measurable, 
achievable and realistic; with a defined 
timeline.

To get the best from your reviews, make sure that you 
fully understand the process & timetable, and note 
the tips provided.

Remember. This is your job, and it’s your future.
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Preparation

Preparation is so important 
and to be honest, your 
review will lose its value if 
you don’t invest in some 
preparation time. Quadrant 
means you won’t need to 
spend hours doing this but, 
gathering your thoughts, 
making notes and referring 
to your previous review will 
all help. 

Evidence

Providing evidence to back 
up your comments, queries 
and feedback will make 
things much easier for 
you. Making short notes 
of your achievements and 
challenges throughout the 
year, will mean that you’ll 
have facts available and 
won’t need to rely solely on 
memory during your review.

Goals

Analysing your current 
performance is all part 
of the process, but so is 
considering your future. 
Have an idea of your goals, 
dreams and aspirations and 
keep these in mind during 
your review.

Emotion

There is often some degree 
of emotion involved in 
performance reviews, 
especially if there are difficult 
issues to be dealt with.  
Acknowledging how you feel, 
and exploring why, will help 
to keep the review on course, 
and avoid it being steered 
purely by emotion.

Honesty

Without honesty from both 
parties, a review is just a 
pointless exercise. Avoiding 
the facts, or shying away 
from a potentially difficult 
discussion certainly won’t 
help you or the company, in 
the long run.

Mindset

If you go into a review feeling 
negative and expecting it 
to be a waste of time, then 
chances are it will be. If you 
have an open, objective and 
positive mindset then this 
will raise the chances of 
you getting the maximum 
benefit from your review, 
even if it does present some 
challenges for you. 

TOP TIPS
FOR GETTING THE 

MOST OUT OF YOUR 
PERFORMANCE REVIEWS

“Invest In Your Future, 
Invest In Your Review”

I’ve had a difficult year 
so I’m bound to get a 
bad review and I’ll just be 
demoralised 

Your review will be an 
opportunity to sort through 
what has contributed to your 
difficult year and to identify 
ways of helping you to work 
through it. Understanding 
why, and then setting 
achievable goals will help to 
keep you motivated.

I don’t feel sufficiently 
prepared

If this is your first experience 
of a performance review, 
it can be natural for you 
to feel this way. Reading 
through your workbook and 
making notes will help, and 
remember to take on board 
the hints and tips provided. 
It’s not helpful to delay your 
review, but if you do think an 
extension in time to prepare 
is essential, have a word with 
your line manager. 

I can’t think of any goals

This can at times be a difficult 
one, especially if you’re 
happy and satisfied in your 
role. It might be possible to 
identify some goals with your 
manager during your review. 
Remember that training, 
learning and development 
should be considered too. Are 
there any personal skills that 
you would like to develop? 
Could another employee or 
department benefits from 
your knowledge, skills or 
experience?

I’m so nervous, I know I’ll 
forget to say something or 
mess up the review

This is extremely common, so 
try not to worry. Preparation 
is critical if you’re nervous, 
and don’t be afraid to refer 
to your notes during your 
review. Spend five minutes 
before your review focussing 
on your breathing, and try 
to slow it down if it gets fast 
and shallow. Take your time, 
ask your line manager to 
repeat anything you miss, 
and don’t be afraid of the odd 
silent moment, it will give you 
chance to think.

I’m doing fine at work 
and don’t see the point of 
performance reviews. They’re 
just a waste of time

Communication and feedback 
in the workplace is essential. 
Performance reviews are 
an important exercise in 
securing the future success 
of the company, and also for 
your own wellbeing and job 
satisfaction levels. Examine 
why you think they’re a waste 
of time. Have you had a bad 
experience in the past? Have 
a look back through your 
workbook and re-look at the 
benefits. If you’re still not 
convinced, mention it to your 
manager who can discuss this 
with you; but try and keep an 
open mind.

I don’t have a great 
relationship with my line 
manager 

Despite the relationship you 
have with your manager, 
your review should still be 
a professional and honest 
process. Perhaps you could 
use your review to examine 
why the relationship isn’t 
as healthy as it could be, 
especially if it’s holding 
you back in some way, or is 
affecting your performance. 
If the relationship has 
deteriorated to such an extent 
that your review cannot be 
fair, honest or objective; it’s 
important that you raise the 
issue with HR or another 
member of the management 
team.

What if’s?

We’ve identified some common 
situations that employees can 
sometimes face during a review, 
and hope the following hints and 
tips will help you.
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Review Preparation

Your next performance review will be your Primary 
Review. This is the most detailed review of the year, 
and will set your direction for the coming 12 months. 

So that you can gain from the full benefits of an 
honest and successful review, preparation will be vital.

Use the following prompts to help you gather your 
thoughts, and to plan what you would like to say or 
ask during your review discussions. Remember to 
include evidence and examples to support you.

Have you identified any gaps in your skills, 
performance, knowledge or ability?

“May you be proud of the work 
you do, the person you are, and 
the difference you make.”

Make a note of your key strengths and skills.

What training, learning and development 
opportunities would you like to pursue? How 
could this help you and also your contribution 
to the Company?

Are there any threats or obstructions to your 
performance, development, progression or 
contribution?

Are there any modifications that need to be made to your role?
Do you have any additional points to be considered as part of your review?
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Primary Review
This is your main review of the year. It’s where we get down to the nitty 
gritty and put the foundations in place for the next 12 months.

Part One

This section of your review takes a general look at your performance over the past 
12 months. Consider the following questions and make notes in the spaces provided. 
During your review, you will have the opportunity to discuss each question with your 
manager. Make a note of any key points that were raised during the discussion, as 
these may need to be referred to when agreeing your action points.

How would you summarise your performance 
over the past 12 months?

How have you progressed with the action 
points previously set?

What has been your biggest challenge? What 
did you learn, and how did you overcome the 
challenge?

Key points from discussion:

Is anything holding you back? Do you have any 
concerns about your work?
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PRODUCTIVITY 

How does productivity  overall 
compare to company requirements?
1. Productivity levels are always 

exceptionally high.
2. Productivity is often higher than 

average.
3. Productivity is consistently at an 

acceptable level.
4. Productivity levels are sometimes 

below what is required by the 
company.

5. Productivity is often at an 
unsatisfactory level.

RELIABILITY 

How well is instruction from 
management regarded, 
understood & delivered?
1. Always demonstrates excellent 

interpretation and delivery of 
instructions. Totally reliable. 

2. Generally higher than average 
levels of reliability.

3. Able to follow instructions to a 
satisfactory level. Sufficiently 
reliable.

4. Sometimes shows a disregard 
for instruction and/or fails to 
interpret and deliver .

5. Often shows a disregard for 
instruction and/or fails to follow/
deliver.

CONDUCT & PRESENTATION 

Consider overall conduct and 
standards of personal presentation.
1. Constantly demonstrates 

outstanding levels of personal 
standards & conduct. An excellent 
ambassador for the company.

2. Demonstrates high levels of 
personal presentation & conduct, 
with values aligned to the 
company’s.

3. Personal standards and conduct 
are at satisfactory levels.

4. At times demonstrates a lack 
of care towards personal 
presentation and/or conduct.

5. Conduct & personal presentation 
often below required standard. 
Mismatch of values against 
company’s.

COMMUNICATION 

Consider the standard 
of written and verbal 
communication with all 
contacts.
1. A fantastic communicator 

with extremely high standards 
demonstrated in all instances.

2. A good communicator with 
higher than average skills 
demonstrated.

3. Communicates to a 
satisfactory level in all aspects 
of role.

4. At times shows some 
difficulty with written and/or 
verbal communication.

5. Standards of communication 
are often below an acceptable 
level.

ACCOUNTABILITY 

Consider how responsibility 
towards, and ownership of role/
actions is demonstrated.
1. Always shoulders full 

responsibility and accountability 
for role and actions. A fantastic 
role model.

2. Shows higher than average 
approach to responsibility and 
accountability.

3. Demonstrates a satisfactory 
approach to responsibility and 
accountability.

4. Sometimes shows a reluctance 
to take responsibility and 
accountability for role and/or 
actions. Can show a tendency to 
blame others for problems.  

5. Takes little responsibility 
or accountability for role or 
actions. Quick to blame others 
for any problems.

TIMEKEEPING

Consider time keeping standards 
and attendance levels overall.
1. Excellent timekeeping and 

attendance record. Sets a 
fantastic example to others.

2. Timekeeping and absence 
levels are usually above the 
company average.

3. Attendance and timekeeping 
are both at a level which is 
acceptable to the company.

4. Absence and/or timekeeping 
is sometimes below an 
acceptable level.

5. Regularly demonstrates poor 
timekeeping and/or high 
absence levels.

HEALTH & SAFETY 

Consider overall understanding 
of and approach to,Health & 
Safety.
1. Always demonstrates an 

extremely responsible and 
proactive approach to Health 
& Safety. A brilliant example 
to others.

2. Shows a clear understanding 
of Health & Safety issues with 
a good level of responsibility.

3. Maintains an acceptable 
approach to Health & Safety.

4. Sometimes shows a lack of 
consideration towards Health 
and Safety.

5. Often fails to meet the 
required standards, 
presenting a risk to self and/
or others.

CUSTOMER SERVICE 

Consider the standards 
of customer service 
demonstrated against 
company requirements.
1. Constantly demonstrates 

exceptional levels of 
customer service and sets a 
fantastic example to others.

2. Often shows higher than 
average standards of 
customer service.

3. Demonstrates acceptable 
levels of customer service.

4. Sometimes shows an 
indifferent approach, or poor 
levels of customer service.

5. Customer service is often 
well below what’s required.

ATTITUDE & MOTIVATION 

Consider overall attitude and 
degree of motivation. What 
is the impact on role and 
performance?
1. Always shows a fantastic 

attitude with high levels of 
motivation. A positive influence 
in the company.

2. Often shows higher than 
average levels of motivation, 
with a positive attitude. A good 
role model.

3. Demonstrates satisfactory 
levels of motivation with a 
good attitude.

4. Attitude and/or motivation 
sometimes falls below the 
required levels. Can at times be 
a negative influence.

5. Shows a complete lack of 
motivation with a complacent 
attitude, which impacts badly 
on role and performance.

KEY RESPONSIBILITIES 

Consider how well the key 
responsibilities within the 
job description are being 
performed.
1. Constantly demonstrates 

exceptional standards of work. 
Sets a fantastic example to 
others.

2. Often demonstrates very high 
standards of work.

3. Consistently works to an 
acceptable standard.

4. Sometimes, the standard 
of work falls below required 
levels.

5. Standard of work is often 
below what is required by the 
company.

ORGANISATION 

Consider standards of 
organisation and general 
administration.
1. Always extremely well 

organised with fantastic 
administration skills

2. Often shows high levels 
of organisation and 
administration skills

3. Demonstrates satisfactory 
levels of organisation and 
administration

4. Sometimes shows periods 
of being disorganised and/
or instances of administrative 
errors

5. Often works below the 
required standard with a high 
percentage of errors, and/or 
very disorganised

TEAMWORK 

Consider how the employee 
contributes to the team and 
to the collective aims of the 
department and/or company.
1. An amazing team player. 

Always responds positively to 
challenges and makes a highly 
valuable contribution.

2. Often shows a high level of   
co-operation & contribution 
with a positive impact on the 
team.

3. Supports aims and contributes 
sufficiently to the team.

4. Sometimes, contribution and 
impact on the team falls below 
the required standard which 
can hinder progress.

5. Often shows a resistance 
to co-operate, with little 
contribution to the team.
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Part Two

The next part of your review involves a more detailed Skills Analysis. On pages 20 & 21 you will find 12 
competencies against which your performance will be measured. Each competency shows a description of 
five levels of performance, and these indicators should be used when considering your own performance. 
Rate your performance prior to your review, in the following analysis grid, by choosing the rating (from 1-5), 
which most accurately reflects your performance. 

Your manager will have completed the same exercise, so during your review you will have the opportunity 
to discuss your ratings. Remember to make a note of the key points from this discussion, as they will be 
referred to when agreeing your action points.

Skills Self Score Manager Comments & Evidence

KEY RESPONSIBILITIES

PRODUCTIVITY

RELIABILITY

ORGANISATION

Key points from skills analysis discussion:

CUSTOMER SERVICE

ATTITUDE & MOTIVATION

ACCOUNTABILITY

COMMUNICATION

TEAMWORK

CONDUCT & PRESENTATION

TIME KEEPING

HEALTH & SAFETY
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Where are you on the happy scale?

Quarter 1
Hopefully you’re feeling energised and positive after your primary review. 
Have a confident quarter.

This quarter’s FANTASTIC focus - Confidence!

• Do you ever look at someone and wish you 
had their confidence? 

• Do you think you could achieve anything if 
only you had the confidence?

If you do, then you are so, not on your own. But 
what is this confidence stuff that makes other 
people seem so together, so composed, so 
respected and apparently, SO much better than 
the rest of us?

Confidence has a simple definition in the 
dictionary. It’s “the quality of being certain of your 
abilities.” 

Every single person on the planet has their own 
strengths and weaknesses, and it’s having a real 
belief in those strengths, whilst being aware of 
any weaknesses that builds confidence. 

However, there is lots of research and evidence 
available which states that many people who 
appear to be confident are just pretending to be. 
Imagine that!! The idea is, that someone who acts 
confidently will eventually start to feel confident. 
They will also look confident and other people will 
see them as being confident. 

So, if you’re having a bit of a confidence wobble, 
try imagining the most confident version of you 
possible. Then think hard about how the super 
confident version of you looks; how you act, and 
how you feel. Carry those thoughts and feelings 
with you, and then act in the same way you 
imagined yourself. Go on, give it a try.
Enjoy a confident you!

“CONFIDENCE is something 
you create within yourself by 
believing in who YOU are.”

If you don’t believe in your own abilities, then 
no-one else will. What strengths do you have 
that you truly believe in?

What are you going to do this quarter to help 
your own confidence levels?

Part Three

This is where we focus on your future and agree your 
action points for the next 12 months. You’ll soon see 
that your action points will change and develop with 
you; so they can be modified and added to during the 
course of the year, as part of your ongoing reviews.

Let’s just have a check of your pulse:

My role is what I expected.

I know what is expected of me.

I have the knowledge & skills to do my job.

I have the tools & equipment to do my job.

I feel driven to do my best.

I enjoy coming to work.

I feel valued & respected.

My role fits with my personal goals.

I am comfortable in my working 
environment.

I feel safe at work.

My stress levels are at a manageable level.

Where are you on the happy scale?

List the action points and timelines agreed 
during your review. Remember to include any 
training, learning and development goals too:

Manager Signature:

Employee Signature:

Date:



Month 3: Vitals Review
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It’s three months since your Primary Review. 
Let’s see how you’re getting on.
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How would you sum up the past 3 months? How are you getting on with your action points?

Let’s just have a check of your pulse:

My role is what I expected.

I know what is expected of me.

I have the knowledge & skills to do my job.

I have the tools & equipment to do my job.

I feel driven to do my best.

I enjoy coming to work.

I feel valued & respected.

My role fits with my personal goals.

I am comfortable in my working 
environment.

I feel safe at work.

My stress levels are at a manageable level.

List the action points agreed during your review, 
including any TLD goals:

Manager Signature:

Employee Signature:

Date:

Where are you on the happy scale?

Additional comments or discussion points:

Is anything holding you back?What’s going particularly well for you?
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Where are you on the happy scale?

Quarter 2
You’re on your way into the next quarter.
What do you think about that?

“A negative mind will never 
give you a positive life.”

List three positive thoughts or affirmations that 
can help you during this quarter:

What can you do over the coming months to 
spread some positivity in your workplace?

Space for your thoughts, plans, ideas 
and reflections over the next quarter:

This quarter’s FANTASTIC focus - Thoughts!

Thoughts can be extremely powerful and have 
the ability to influence your day and even your 
life. Negative thoughts can be toxic and self-
limiting, whereas positive thoughts can be 
energising and enabling. Positive thoughts 
affect your feelings, positive feelings affect your 
actions and positive actions have a significant 
affect on your day.

See how thinking positively can help you at 
work:

• Career success 

• Stress reduction

• Improved decision making

• Increased motivation

• Better health

• Increased self-esteem & confidence

• Greater teamwork 

• Better relationships

• Ability to overcome challenges

• Job Satisfaction

• Feelings of happiness

• More opportunities

• Increased control

Positive Thoughts give off Positive Vibes and 
Positive Vibes are infectious. Let’s give our 
workplace a serious dose of positivity.
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It’s six months since your Primary Review. Are you still on track? 
Are you being the best you can be? Are you happy?
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Let’s just have a check of your pulse:

My role is what I expected.

I know what is expected of me.

I have the knowledge & skills to do my job.

I have the tools & equipment to do my job.

I feel driven to do my best.

I enjoy coming to work.

I feel valued & respected.

My role fits with my personal goals.

I am comfortable in my working 
environment.

I feel safe at work.

My stress levels are at a manageable level.

List the action points agreed during your review, 
including any TLD goals:

Manager Signature:

Employee Signature:

Date:

Where are you on the happy scale?

Additional comments or discussion points:

How would you sum up the past 3 months? How are you getting on with your action points?

Is anything holding you back?What’s going particularly well for you?
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Where are you on the happy scale?

Quarter 3
Listen up!! As you head into the next quarter,
is your purpose and effect still clear in your mind?

“Listening to other viewpoints 
may reveal the one thing needed to 
complete your goals.”
D. Ridgley

Think of someone that you know who is an 
excellent listener. What do they do that makes 
you think this?

List three elements of your job where listening 
skills are important:

Space for your thoughts, plans, ideas 
and reflections over the next quarter:

This quarter’s FANTASTIC focus - Listen!

Being able to listen effectively is a fantastic 
quality and one of the most important skills we 
can have. Why else would we have two ears and 
only one mouth?

Whatever our role in work, being a good listener 
will definitely set us apart, and in a totally 
fantastic way.

People who are good listeners:

• give their full attention to the person 
speaking

• make reassuring noises and/or nod their 
head to confirm they are listening

• focus on what is being said, not on what 
they are going to say in response

• avoid interrupting the speaker

• maintain good eye contact

• show an interest 

• avoid scanning the room

• demonstrate appropriate body language

• avoid finishing the speakers’ sentences

• think before responding

• avoid distractions & disruptions

• resist checking  their mobile phone!!
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How’s your year shaping up?
Are you celebrating your achievements?
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Let’s just have a check of your pulse:

My role is what I expected.

I know what is expected of me.

I have the knowledge & skills to do my job.

I have the tools & equipment to do my job.

I feel driven to do my best.

I enjoy coming to work.

I feel valued & respected.

My role fits with my personal goals.

I am comfortable in my working 
environment.

I feel safe at work.

My stress levels are at a manageable level.

List the action points agreed during your review, 
including any TLD goals:

Manager Signature:

Employee Signature:

Date:

Where are you on the happy scale?

Additional comments or discussion points:

How would you sum up the past 3 months? How are you getting on with your action points?

Is anything holding you back?What’s going particularly well for you?
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Where are you on the happy scale?

Quarter 4
You’re flying through the year now.
Are you choosing to enjoy your time at work?

Space for your thoughts, plans, ideas 
and reflections over the next quarter:

This month’s FANTASTIC focus - Choice!

We are constantly making choices in life; from 
simple day to day choices, through to life changing 
ones.

The choices we make at work can be quite 
profound too. They can have a direct impact on our 
performance, or on a customer’s experience; they 
can influence the kind of day we have and even our 
overall happiness levels. Consider the following 
scenario…….

An employee dreads going into work every 
single morning of the week. Once there, they just 
go through the motions of the day, doing the 
minimum amount of work. They don’t agree with 
the way many things are done, and are constantly 
moaning about things they’re not happy with. 

“Life is a matter of 
choices, and every 
choice you make, 
makes you.” 
John.C.Maxwell

What choices are you going to make to 
make the next quarter fantastic?

Critical of the people who work alongside them, 
and quick to blame others, they are obstructive 
with management; and always respond 
negatively to any instruction or request. They are 
just trudging their way through the week, willing 
the weekend to arrive.

What kind of existence is that? Why would 
anyone accept spending the majority of their 
week, their life; feeling so negative or unhappy, 
wishing their time away?

The simple fact is, we all have a choice. We can 
choose to make the most of our time at work and 
to make it a great experience.

We can choose to take control of our own future. 
We can choose to be positive and, we can 
certainly choose to be as happy as possible.
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We hope ‘My Year - My Success’ has been a 
real help to you during the year, and that it 
has inspired you to be the best you can be.

Thank You
Ta-da!! Here you are at the end of the review year.
We hope you’ve had a fantastic 12 months. 

What was your best moment of the year?

What are you most grateful for from the year?

How have you changed over the year?

Which word best describes your year?

Who or what inspired you most?

Take some time to pat yourself on the back. 
Why not make a list of all you’ve achieved 
over the past year? FLOURISH

FUTURE GRATITUDE TRUST

ENERGY

CARE

INSPIRATION

KNOWLEDGE

ACHIEVEMENT

CONFIDENCE
ACCOMPLISHMENT

COMPETENCEHEALTHY

ENTHUSIASM

EXPERIENCE

COURAGE

OPPORTUNITIES

MOTIVATION

SKILLS

TALENT

RESPECT

PROGRESS

HAPPINESS

BALANCE

ENJOYMENT

SMILE

CHEERFUL

CAREER

SUPPORT
INTELLIGENCE

VISION

HARMONY

HUMOUR
TEAM
BELIEF

FUN

AWESOME

SUCCESSRemember, you are:

ocused
pproachable
aturally Friendly
alented
ccountable
upportive
otally Motivated
nspiring
onscientious

F
A
N
T
A
S
T
I
C
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